BWAREMZEFELE

VACANCY ANNOUNCEMENT

LHRES :

Announcement No.

SRFIJRMC-161-19

HEHIE:

Closing Date 22 Aug 19

#178:
Date of Issue 2Aug19

1. B, BE FR BFEEHK (LPL), 5% (BWT)
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT):

Library Clerk, #386
(R EFEHH)

BiZZE#k.E¥Ee #k Target Grade & Language Proficiency Level (LPL):
%#k Grade-3, ZE¥REH#R LPL-2

SRAH
No. of
Recruitment

14

RATRERE LVER S5 AE H#R Acceptable Trainee level: N/A

X E=#HZBWT-1) [ HKEERBWT-2)

} O R&LRBWT-3) [ EEZR(BWT-5,6)
Administrative Blue Collar Trade

Security Medical

4. B EEEiF Area of Consideration
I. X MLC/IHAEXEE (EB%A)

Current MLC/IHA Employee within Activity

Il. X1 3] MLC/IHA €2 B (@HEN)

Current MLC/IHA Employee in commuting distance

. ] BMLCIHAREB(ZERAXE)
Current MLC/IHA Employee Japan Wide

IV. X 4488 Off Base Applicant

2. EBBX Activity

U. S. NAV SRF & JRMC Yokosuka (SRF-JRMC)

Engineering & Planning Department (C200), Engineering Division (C241),
Technical Support Branch (C244), Technical Library Section (C244.4)

B)#5IF AT Working Place: #7821 SHET Tomari-cho, Yokosuka

3. B 5B Work Schedule (3B_ 40 BEFRAH hraw)
175 H Work Days: AR — £BEH Monday thru Friday
) FEBERS - fAE8 Work Hours/Recess Period: : 08:00 — 16:45/12:00 — 12:45

(] & &h Night Shift X &% Overtime X H3& Business Travel

5.EFAMFELE Type of Employment
X MLC

] IHA

(] & F Permanent
X BEE Limited Term (_4_» B Months )
The employment may or may not be
renewed or may be terminated prior to
the not to exceed date.

CIHPT

6. B #E M Z Duties

1. Inventory

Performs a book-for-book inventory of all Technical Library holdings including documents stored at remote sites.

« Physically verifies that each manual is on the shelf and in its proper filing location.

Physically verifies that each manual on Library web is properly registered with Library Data.

* Physically verifies that each manual’s Chang/Revision level with Inventory Listing .

Updates Library Data appropriately.
* Repairs or replaces damaged manual as required.
* Relocates manuals as required.
* Cleans up shelves.
2. Daily Check-in and Check-out of technical manuals

Performs Check-in and Check-out of the technical manuals with online Library Data, and puts the returned manual back on the
shelf. Supports shop MLC workers in searching and checking out technical manuals and/or instructions.
3. Performs routine clerical work such as answering phones, typing, making copies, filing, shredding, picking-up/dropping off the

mails as assigned.
4. Performs other related or incidental duties as assigned.

55 BRI Outstanding Working Condition, if any




7.8 EH BFEEHE Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

HLIEICRENEBFRABLUANIVICHET SREOEFRNNDEERYET

a. One year of general work experience. If applicant does not have such work experience, completion of 2-year junior college/2-
year of technical school or 4-year degree in any field may qualify him/her at 1-3 level.

b. Knowledge of the book inventory.

¢. Knowledge of customer service concepts and practices.

d. Ability to acquire skill in operating personal computer.

e. Ability to perform general clerical work.

f. Ability to speak, read, listen and write Japanese Language at fluent proficiency level to support shop MLC workers in searching
and checking out technical manuals and/or instructions.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

8.3 9 % £ d Application and Associated Documents

REBEEE GAMIC/HARKER) OTRELEBFEIBETF I 7MLV TEA—LTORHELGY ET ., RHBRIZT7MILIE
ZipFile HFICEHWETIZEE LT £E LY, PDF, JPG, JPEG, GIF, PNG X DA MNESZFE LY ET, Current MLC/IHA
employees must submit all requested documents below in digital format by e-mail. Do not zip (compress) files when you e-mail.
Acceptable data formats are PDF, JPG, JPEG, GIF, and PNG only.

*[X] 22 i B35 AR Application for Vacancy Announcement

*X B PR 542 B & Resume of Specialized Work Experience

*MEEAlE Complete * in [] BA&EE T Japanese X #EET English [] &% 5 T4 Either

X REFBENEBRBETHHE L TCLSAIF. [HREICET SEBR]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

EREXFLUTOURL LY FIA—KTEEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN_Forms.html

[ iE&x 5 5EDE L Copy of Driver's License

L& TEE/sEBAZEDE L Copy of Certificate

X HEDRENZIHT 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHMHIIHEL LTZHFTES,
CRIATEMGEEB (X ALCPT £ 7]) ZOMOFERE. RUKZERENICEIT IECRERFIFRALLYET, RELZRAESE
L9 55 LEMAEDORENSVETY,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X BAREEZLUNDAIE, EBH—F (@@E) KRU/SRXEK— kO E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

X (4 ERIE 5 D A For external applicants only) 82 FHYIF 28T L. BEEDEEHRES - KA FZEVREAHE (12cm x

23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

QIEEEIFIE/M S Office to Submit

AEIEEE B MLCIHAHXR) LNBEEE GEEXR) TR, SERERHASEVEY ., LEVERNDZLREE
ZDENER, BERHLTTSL., FEHUBBE. Office to submit job application documents is different for Current
MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement.

GEE) LEREEH4BD “BEHE" AE MLCIHAREZEOADHE. NBEEE GE%E8) D oOREEHIIREML
BYFTOTITIET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AMEEE (B MLC/IHAGERER) RBH%E
KEEEAREMARXAERRE (HRO), FR7 FLAADE A —)LIRHDOAEHZMFELYET, Current MLC/IHA
Employees must submit to Human Resources Office (HRO) Yokosuka by e-mail to the following address:



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

apply@fe.navy.mil

¥ ZOMEIIREEREATT, ZEMEEREYVWEEVTSH, BEBELIPRETOTITELIEIN

This e-mail address is only for acceptance of job application. No response will be provided to inquiries made to this email address.

¥ A=NDY TV bTA Yy (AWM CEREBRESLILBM L, BEMIE RE2400/K) XTICHROIERS

N3 L 2ITEF LTS EEY, Please enter VA number in the “subject line” of the e-mail submission. Applications must be received
at HRO by the closing date (by 2400 midnight) of the Vacancy Announcement.

* —BEICODEVE DDA —MTE LD THRNM LT &, Please submit all required digitized documents in “one e-mail” per”
one VA”,

2. NEIEEE GEREXER) RHE Off Base Applicants must submit to:

T238-0011 T238-0011

HE)IEFEBEETRHIER 1-6 FEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEHEHEFFEEMRBEEE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EHE—% Management #1 Section

FEEEEE Phone 046-828-6959
ZATEERE . ARE—EEE. 0830-17308F (AANEB#KRC), ERFHZEOZERMEIIHLICEBLEHLET S,

Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. B For Official Use

s a1 i=! CtIVIty . - anpower Division B -
SEAEEPRIEY  Activity POC : SRF-JRMC MLC M Division (C1160) FE (DSN) 243-5245

PD No.: SRFJRMC-244.4-004-LT | PD is accurate and current. Certified by Activity: tm ‘ HRO: (rcvd:7/26) sf 7/29 ms 7/30

IEEEBEEZHIZ LTRSS EBEORRICTE Y FH A, Incomplete applications will not be considered.
RESNEHEHETHEL LEE A, Submitted applications will not be returned.

BETLELEINLGBFEAMR (LPL) LRLETREIETEL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

2016 F 2 A s AATL Y#EERA SN AT MLC/IIHATEEE T, 2016 2 A 8 HHEIICRITSI NI ALCPTRHRIERZHSFHDA
X, TORBRBEROBERLAULN TS50 FT7—H—] Sh, TOADELPL LR ELTEESINET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result dated
prior to 8 February 2016, the attained “level” will be “grandfathered” and honored as the employee’s current LPL.

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL(iBT) | CASEC EIKEN
. Paper Based Computer Internet Based YR

LPL ZEZRe ik Test Based Test Test

4- Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100 ~ NA 1st

BEOEN BT S

3 —Fluent proficiency 730~859 | 90~100 550~599 | 210~ 249 80~ 99 870~ Pre-1st

MHEIRENEESTD

2- Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560 ~ 869 2nd

AN % BT D

1 - Elementary proficiency 400~549 | 6574 430~459 | 120~139 40~49 | 475~559 | Pre-2nd

WBHRRENZES D

I?re-(l —Minimal proficiency 350 ~ 399 40~ 64 NA NA NA NA 3rd

(HE 1 #%) I/ NROBENZES D

0 - No language proficiency

RN EEI WD

PRIVACY ACT STATEMENT {BAER{E#EIZDOLT

AUTHORITY' Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

ES REITHERS 10450,9397 ; XU BAE - AABRORECET H%F (FR1 5FEEEER+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.




TEH: NEDLSR., T2, MECRELEAREOEXBEOZ/TZEMNE LT, BANERZRET 54,

FED  RRIEIBEFENX. L LEEAITHEICZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABEM: FEMOERILER., B CERCENEREZHEST 55,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1FHFR: EANFROFRIERTI A, BRSNFERERU LGN OT-HE. TORDFHREZOWIT, Bh, H5HUETHHE

ERBENHYET,

Format Revision: 06-30-17




